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Objective 

The objective of having the communications procedure in place is to ensure that all terms of 

reference, responsibilities and procedures reflect the importance of communication within the 

company ensuring quality and consistency in all that the company provides and develops. 

 

Staff inductions 

Staff Inductions are to include their responsibilities relating to methods of communication and the 

documentation in use for their specific role.   

 

Correspondence 

All incoming and copies of outgoing correspondence is to be filed in the subject related files within 5 

working days of receipt/despatch.    

 

Specific documented and filed communications include: 

 

• All correspondence regarding client or sub-contractors should be filed in the relevant file 

• Any documentation relating to staff development should be filed in the Staff Development 

File  

• Agendas and Minutes of meetings should be filed in the labour File 
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